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Foreword

The Academic & Clinical Central Office for Research & Development (ACCORD) is a joint office comprising clinical research management staff from NHS Lothian (NHSL) and the University of Edinburgh (UoE).

Purpose

To have a standardised working practice for the minimum of quarterly meetings with research specialities. To record meetings with PIs and research teams to discuss finance, provide opportunities for PI and research teams to ask questions relating to finance, to engage and make R&D Finance more available, transparent and improve the working relationships through collaboration.

Scope

For Band 5 Assistant Management Accountants to meet with PIs, account holders, data managers, Clinical Research Nurse Managers and any other members of the research team that are invested with the recording of participant activities on a research trial/study and any other financial activity, processes and procedures.

Instructions

B5 Assistant Management Accountant

Arrange quarterly meetings with research teams – These should be Face 2 Face either at the PI’s work location or USHER. If the B5 has occupational Health exemptions to not work on-site or has been approved temporary working from home, then MS Teams meetings can be arranged.

Record the scheduled date on the meeting tracker excel spreadsheet" Research & Development\Finance\Meetings\Meeting Tracker.xlsx".

Attend the meeting, note attendees, what was discussed, action plan and dates for completion.

Complete your own quarterly meeting planner word document that you send to B7 Assistant Finance Manager.

Update the meeting tracker spreadsheet with Meeting date.

Send email to the attendees with a summary of the meeting including action plan, and completion dates.

B7 Assistant Finance Manager

Monitor the frequency of the B5s meetings, provide assistance and support pre and post meeting if required.

Follow up with B5 to ensure quarterly meetings have been arranged where the frequency is greater than 3 months since last meeting.
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